
Meeting Confirmation Letter 

Date: [Insert Date] 

To: [Client's Name]  

[Client's Company]  

[Client's Address] 

Dear [Client's Name], 

Thank you for our meeting on [Insert Meeting Date]. I appreciate the opportunity to discuss 

[Briefly Mention the Topics Discussed]. 

As a summary of our discussion: 

• Outcome 1: [Details] 

• Outcome 2: [Details] 

• Next Steps: [Details] 

Please feel free to reach out if you have any questions or need further clarification. 

Looking forward to our continued collaboration. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


